[bookmark: _Toc357754197]Review Purchase Order
1. [bookmark: _Toc357754198]Inquire on PO Information
[image: ]Click Search
Enter Search Criteria

[image: ]Click Schedule


[image: ]Click Distribution

[image: ]Click Budget Information to Review Encumbrance balance.

[image: ]Click Req Detail to view Requisition Information.
Total Expenses Paid against PO Line.
Remaining Encumbrance that can be processed for payment

2. [bookmark: _Toc357754199] PO Activity SummaryClick Return to Main Page.

[image: ]Click Matched to view Invoice information.

[image: ]Click Icon to View Invoice Details

[image: ]You can export Invoice Information to Excel.

3. [bookmark: _Toc357754200]Document Status
Use this inquiry screen to identify all of the transactions related to the Purchase Order.
Navigation:  Main Menu > Purchasing > Purchase Orders > Review PO Information > Document Status
[bookmark: _GoBack]
image5.png
Monitor Approvals

1PO Creation

Add/Update Requisitions * | 3 Purchase Orders
€ ) @ fs-prd.adm.bart.gov/psp/BRFP91_2/EMPLOYEE/ERP/c/REQUISITION_ITEMS REQUISITIONS.GBL

Most Visited @ Getting Started [kl Suggested Sites (! Web Slice Gallery

e ||®-~ Askcom Search 2

Add/Update POs

Document Status

Home | Workist | MutiChannelConsole | AddtoFavortes |

Favortes  Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

EINewWindow (DHelp [ Customize Page [ htp
Purchase Order Inquiry
Distributions for Schedule 1

POID: 6l8064 Line: 1 Sched: 1 tem: Senice, Professional, Installation B
Status: Active Sched Qty: 1.0000
Distribute By: Amount Merchandise Amount: 1288500 USD

Doc. Base Amount: 1288500 USD

[ 5udoet information
Budget Encumbrance Encumbered | gase  Expensed Commitment Control
Dist  Status Percent 3ot pugervste | TGLIE cureney - mase N ey | Final e
1 Open 100.0000 Valid 121112012 0000 USD 000 USD 12,885.00
Retum

javascriptsubmitAction_win2(documentwin2,PO_LINE_DIST_FS$tab60$0");




image6.png
Purchase Orders

Activity Summary
@ fs-prd.adm.bartgov/psp/BRFPIL_4/EMPLOYEE/ERP/c/MANAGE PURCHASE ORDERS ACTIVITY SUMMARY.GBL?Page=AC 77 ¥ C' || @~ Askcom Search CIR A
Most Visited @ Getting Started [kl Suggested Sites (! Web Slice Gallery

Document Status

Home | Workist | MutiChannelConsole | AddtoFavortes |

Fovortes Man Menu > Purchasng > Purchase Orders > Review PO Information > Actiy Summery.

EINewWindow (DHelp [& Customize Page 3 hitp

Activity Summary

Business Unit: BARTD PO status: Dispatched
Purchase Order: 618064 Vendor: Lp;
Merchandise Amount: 12,885.00 USD

Werchandise Receipt: 0.00 USD

Merchandise Returned: 000 USD

Werchandise Invoice: 12,885.00 USD

Merchandise Matched: 12,885.00 USD

Customze | Fing | View 11 3 Frst Kl 40r1 O Last

GEET Recept | invoice | Matched

‘Amount

Line ttem Item Description uom  orderaty e

Currency Amount Only.

] Senice. Proessional nstall = 10000 12885000 USD

(G Retum o Searcn | =1 oty




image7.png
Purchase Orders

Activity Summary

@ fs-prd.adm.bart.gov/psp/BRFPI1_4/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS ACTIVITY_SUMMARY.GBL?Page=AC ¢ ||@®- Askcom Search AR 2

Most Visited @ Getting Started [kl Suggested Sites (! Web Slice Gallery Document Status

Home | Workist | MutiChannelConsole | AddtoFavortes |

Fovortes Man Menu > Purchasng > Purchase Orders > Review PO Information > Actiy Summery.

EINewWindow (DHelp [& Customize Page 3 hitp

Activity Summary

Business Unit: BARTD PO status: Dispatched
Purchase Order: 618064 Vendor: Lp;
Merchandise Amount: 12,885.00 USD

Werchandise Receipt: 0.00 USD

Merchandise Returned: 000 USD

Werchandise Invoice: 12,885.00 USD

Merchandise Matched: 12,885.00 USD

Customze | Fing | View 11 3 Frst Kl 40r1 O Last
RV

Line tem Item Description vom GtyMatched | AmtMatched  Currency

1B Senice, Professional, Install =1 0.0000 12,885,000 USD &

(G Retum o Searcn | =1 oty




image8.png
Monitor Approvals PO Creation

Purchase Orders
€)@ fs-prd.adm.bart gov/psp/BRFPI1_4/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS ACTIVITY_SUMMARY.GBL?Page=AC"
Most Visited @ Getting Started [kl Suggested Sites (! Web Slice Gallery

Activity Summary x|+

e ||®-~ Askcom Search 2

Document Status

Home | Workist | MutiChannelConsole | AddtoFavortes |

Fovortes Man Menu > Purchasng > Purchase Orders > Review PO Information > Actiy Summery.

EINewWindow (DHelp [& Customize Page 3 hitp

Unit:  BARTD PO N0:5HE054 e 1 tem
(view | B 1 # st Kl 1ore O Last
Schedlium  APURt Voucher Line Quantity Matched  Amount Matched
1BARTD  [DU0BEAEE) 1 00000

12885.000 (4] [=]

G0 Back To Actvity Summary

(G Retum o Searcn | =1 oty

javascripthAction_win4(documentwind, VOUCHER ID$0', 0, 0, '00085185', false, true);




image1.png
Monitor Approvals

PO Creation i Add/Update Requisitions I Purchase Orders x|+ @‘m
€ ) @ fs-prd.adm.bart gov/psp/BRFPI1_2/EMPLOYEE/ERP/c/REQUISITION ITEMS REQUISITIONS GBL ¢ ||@- Askcom search CIR A
Most Visited @ Getting Started [kl Suggested Sites (! Web Slice Gallery

Add/Update POs Document Status

Home | Workist | MutiChannelConsole | AddtoFavortes |

Favorites  Man Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

EINewWindow (DHelp [ hip
Purchase Order Inquiry

Enter any information you have and click Search. Leave fislds blank for a list of all values.

[ Find an Existing Vaiue |
Limitthe number of results to (up to 300): [300

Business Unit: - (e a—
PoID: begnswih v |
Contract Setd:  peginewin v |
Contractin: segmswmn v | @
Release Number: N |
Purchase Order Date: - o}
PO Status: v v
ShortVendorame: begnswin v |
Vendor 0: segmswmn v | @
VendorMame:  begnewin v | Q,
Buyer: begins wih )
Buyer Name: begins wih i)
[Ccase sensitive

Search || Clear |Basic Search . Save Search Criteria





image2.png
| £ Monitor Approvals £1PO Creation ~ | i Add/Update Requisitions | {} Purchase Orders
fs-prd.adm bart.gov/psp/BRFPIL_2/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISITIONS.GBL ¢ |[@- Askcom se CIR A
12 Most Visited @ Getting Started Kl Suggested Sites ! Web Slice Gallery (! brfd91 {_! BRFI91 {_! Add/Update POs (! BRFPS91 {_! Document Status (! BRFP91 » [ Bookmarks

Home | riist | MutiChannel C

Favortes  Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

EINewWindow (DHelp [ Customize Page [ htp
Purchase Order Inquiry
Purchase Order

Business Unit: BARTD PO status: Dispatched
POID: olB084 Budget Status: Valid
PO Date: 12112012 Doc Tol Satus: valid
Vendor Name: LD STROBEL-001 Backorder Status: Not Backordered
Vendor ID: G Vendor Details Receipt Status: Not Recvd
Buyer: Price Helen Hold From Further Processing
"
POReference: RADIO ANT.INSTAL. AT WARH SPG Amount Summary
Werchandise: 12,885.00
Header Detals AIRTY Document Status ) " oo
Header Comments. Matching Freight/Tax/Misc.: 7
city Summen, Toal: 12,885.00USD
Encumbrance Balance: 0.00USD

customize | Fing | View A1 | # st K 4074 O Lot

e tem em Description Category  POGy  uow Merchandse siatus

Senice Professional Install 83111904 10000 51 1288500 USD  Approved |
View Approvals

G Returnto Search | 1] Previous nList | 4[] NextinLst | =] Notiy S IRelated Links.




image3.png
Monitor Approvals 1PO Creation x

Add/Update Requisitions | Purchase Orders
¢ ||@- Askcom Search Pl 2

Home | riist | MuliChannel Console | Add to Favorites |

Favortes  Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

EINewWindow (DHelp [ Customize Page [ htp
Purchase Order Inquiry
Schedules
Business Unit: BARTD POD: oMB0s4

et 1o Wiain Page;

Lines

Find | View Al Frst Kl 1.0r4 I Last

Line: 1 Senice Professional. Install Poaty: 1.0000 Est  Merchandise Amt: 12,885.00 USD

Schedules

Customize | Find | View A1 | # s
Werchandise

Sched DueDate  TimeDue Revision ShipTo Attention To Poaty price. e Status.

1 B 121122012 LKSINO-TAX  DougEllis = 10000 12.885.00000 1288500 USD Actve | B o | &

‘Ship To Comments

[oh Returnto Search T | Previous in List 4 | NextinList =] Notity

javascripthAction_win2(documentwin2,PO_PNLS_PB_PO_RETURN_PAGE, 0, 0, 'Return to Main Page’, false, true);




image4.png
Monitor Approvals

1PO Creation

Add/Update Requisitions | Purchase Orders
€ @ fs-prd.adm bartgov/psp/BRFPI1_2/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISITIONS GBL ¢ ||@- Askcom search CIR A
Most Visited @ Getting Started [kl Suggested Sites (! Web Slice Gallery

Add/Update POs

Home | riist | MuliChannel Console | Add to Favorites |

Favortes  Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

EDNewWindow () Help [&f Customize Page [ htp
Purchase Order Inquiry

Distributions for Schedule 1
PoID: 618064 Lne: 1 Sched: 1 tem: Senvice, Professional, nstallation
Status: Acive Sched Gty: 10000
Distribute By:  Amount Merchandise Amount: 12,885.00 USD
Doc. Base Amount: 12,885.00 USD
[ charrecs | fax Asset nformaton Detal | Budgetnformaton
Dist  Status Percent | Merchandise = Account. Fund  Dept Class  BudRef Product  hCBUS Project Activity Source Type Category  Sub
Amt | umt unit
1 open 1000000 12,885.00 USD BARTD 690150 9000 1010257 BARTD  02EE000 coNsT
Retum

I javascripthAction_win2(documentwin2,PO_INQ W...'Service, Professional, Install', false, true);





